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Presenters: Becky Wenner and Susan Lojewski
ESM School District
October 25", 26", and November 8"
4:00-6:00 p.m.

*Materials compiled from BOCES and other online resources
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OPENING A DOCUMENT

When working at school, it is recommended to always open the program (Word) first
before opening an existing document.

You can open Word from your desktop by hitting the Word icon

or

Winip g =

Sonic
New Office Document TimeLiner 5.0
A — (5 Ulead videastudia 9.0

[l

@ Yo Praocy
Q Adobe ImageReady 7.0.1
@ Adobe Photoshop 7.0.1
Adobe Reader 7.0
Settings ’ Inspiration 7.5
saarch . Microsoft Access
Microsoft Excel
Microsoft Cutlook
Microsaft PowerPoink

By choosing Word from under your
start/program menu option

\ :

* v v v or v

Y

SAVING A DOCUMENTS

Documents should ALWAYS be saved in your personal network space (H Drive).
You should never save to My Documents — this is not your network account. This
is only a folder on the C Drive of the computer you are working on at that time.
Should your hard drive fail and need to be replaced, all your documents will be
lost unless you have a back up copy!!

SAVING A DOCUMENT FOR THE 1°T TIME

i T4 Intro to Word - Microsd

il File | Edit Wiew Insert

1. To save, go to the File toolbar on the main menu.
Click on the Save As option.

[ | Cpen... Chl+o
=N = Save Chrl+s

-_| Save As...

e TE 1=
- T -

|: Page Setup...
=4 Print.. Chrl+P

Send To 3
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21x|
Savs ini ;@ My Documents E . |Q > % BE - Tools -
(= Local Disk (C2)
_ g e
2. When the Save As window opens, 5 oo )
click the dropdown button and select = 5
the folder labeled with your last 2 sepamins v
. e e . 2 PublicData on ‘esm-Fsx' (P:)
name, first initial (H Drive). £ Do
AddMadify FTP Locations >
3. Type in a name in the File Name . | =
. . File name: word Tutorial | Save
window, and then click Save. Sy ET— 3 \—lgm |
pavens S
I% WEMMET N 'esm-st'l,FacuItyData...j = | @ b ﬁf - Tools -
h . h %EBackupé %My Fictures
Calenders Mews Folder
:‘rS;f/IeS'At\S? DCopy of My Music L i
dialon B ot Directories ...
1a Og OX. |_1Edvideo Collection
There |S an | &l Favartes [JReyna Lab Letter
. |_IHardware Requests 23 Rivers Slideshaw with Yax Proxy
m portant _aHs Technology Core ==
difference S o File Name that
between uen you create
“Save" and |1 Mimia Stuff [ Training Manuals
Save As” |10y Music DUIead\-‘gideoStudiD
' | 2
File name: IWord Tutorial j n Save I
Save as bype: IWord Document j Cancel |

Save: The save command will replace whatever is in the file currently. This is handy if you
are saving as you go.

Save As: The save as command will allow you to rename the document. You will choose
“Save As” basically any time you would like to name a document, making a brand
new file.

HINT: If you forgot where you saved the document or you hit save

accidentally without
pull-down menu, and
same dialog box with
go into “My Computer”

finding the directory first, click on the File
~=> then click on Save As and you will get the

the last place a file was saved. You can then
to move, delete, or rename the other files.
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PAGE SET UP

It is always a good idea before you start to type, to format your
page. Formatting options include setting your margins, page

orientation (portrait/landscape), paper size, etc. To access the
page-formatting window, select File from the menu bar and then J

select Page Setup...

&ilj Docl - Microsoft Word

Save As...

Margins

By default your new documents are
set with the margins you see below.
You can change this at any time. This
is especially helpful if you want to fit
more on the page by decreasing the
margins.

Top: 1"
Bottom: 1"
Left: 1.25"
Rightt  1.25"

To change your margins follow these
steps:
1. Click on the Margins tab from

the Page Setup window.

Type in the numbers you want for
your margins or use the up and
down arrows.

Click OK

2.

Top:

Boktom:
Left:
Right:

Gukker:

=

»
— >

—

& Print...

Fage Setup. ..

Ckrl+P

2]

Page Setup
| Paper Size | Baper Source I Layout |

m rPreview

|D.5" E‘ —
|D.s" E‘

ID.IS" E‘

m.. = =
ms.. -

05" = \

Apply to; whale dacument b

rom edge
Header:
Fooker:

r Mirror margins

Gukker position

JEiIe Edit View Insert Fo
| & gpen...  coivo

[~ 2 pages per sheet % Left  Top
Defaulk. .. | [a]4 I Cancel |
~age Setup 2
aper Size | Paper Source | Laouk |
SEanE m rPreviey
Eottom: ID.6" 5‘ —
Left: ID.6" 5‘
Right: ID.6" 5‘
Gutter: ID" 5‘ —
rom edge 1
Header: 0.g" =
Footer; 0.5 Apply ko Iwhole document vl
I Mirror margins Gutker position ———————————
[~ 2 pages per sheet " Left  Top
Default. .. | Ok I Cancel I




Page 5 of 23 5

Page Orientation (Landscape or Portrait)

You can change your page orientation quickly in Word. Some documents you may want
your paper to be in a landscape (horizontal) mode while others you would like to use
portrait. Portrait is the default for new documents.

2l
argins | Paper Source I Layouk I
To change your layout, follow these —— -Previe
StepS. ILetter j =
‘width: |8.5" 5‘ —
1. Click on the Paper Size tab from = ™" I = =
the Page Setup window. r & portrat =
2. Choose either Iandscape/  tandsgape
portrait in the Orientatiorn box. fppiyto:  [whole documert 7]
3. Click on OK.
Default... | OF I Cancel |

WORKING WITH TOOLBARS

There are four toolbars that exist as a default in nearly all of the Microsoft Office Suite
programs:

Title Bar: Shows the program and document name

Menu Bar: Pull-down menus with functions for the program.
Standard Toolbar: Icons for basic functions such as print, save, open, etc.
Formatting Toolbar: Allows you to change font, point size, justification, etc.

Title Bar Formatting Toolbar
Standard Toolbar

/

[t]
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Displaying Toolbars

From time to time you may find that your toolbars have disappeared or you are on a
computer whose default settings are different than one you normally work on and it
does not open with the formatting toolbar, drawing toolbar, picture toolbar, etc. Itis
important to know how to get these toolbars to display.

ent1 - Microsoft Word

Follow the steps below to display toolbars: [viow Insert Fomat Tooks Table window belp
(B tormal <t | - | %| 100%
|E Print Layout o 71w

1.

2.

|| v Standard

From the menu bar at the top, click on B
View. Whedre e AutaText
Slide down to Toolbars (wait for the e e
options window to appear). - | Database
Check mark all the toolbars that you want ¥ Drating
open. i
Once the toolbars appear on your screen, | Piture

Reviewing

you can drag them to the location of your
choice (top, bottom, side).

Tables and Borders
Visual Basic

Web

Web Tools
‘Wardart

Custaorize, ..

TO MOVE THE TOOLBARS

The four toolbars may be arranged differently than shown above. You may see the
standard and formatting toolbars set next to each other instead of one set on top of the
other. If you would like to move a toolbar:

Click on the vertical line at the far left end of the I
toolbar. =J MNormal =
Hold down the mouse and drag it to the desired :

location

Toolbars can be along the top, bottom, or on either side of the page.
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Customizing Your Toolbars

Customizing your toolbar means designing it to include shortcut buttons of commands
you frequently use.

1. From the menu bar at the top, click on View.

2. Slide down to Toolbars (wait for the
Opt|ons W|nd0W to appear - _éew Lnselrt Formak Tools Table ‘Window Help
. . Marmal - %
3. Click Customize at the bottom o T | 1o
Eﬁrlnt Layouk &ﬁ' |_/ | ‘%

Toolbars » |T Standard
- ,T Formatting

AukaText

Zoom. .. Clipboard

Header and Footer

¥ Contral Toolbosx

Database

,T Crawing

Farms
Frames

,T Picture

Reviewing

Tables and Borders
Wisual Basic

web

Web Tools
Whordart

Cuskarnize, ..

4. When the Customize window opens, click on the el
Commandstab. _ = & 'ﬂ::‘:;_[:

5. Scroll through the categories looking for one that V2 Page Breck [l
would contain the command you want to add to e A
your toolbars.

6. Click on the categories on the left to displa o=l [@moas
commands on the right. E—

7. Once you find the command you want to add, ECT e
click with mouse, hold, and drag it to the
appropriate toolbar. @] s fomd =] kebond..

8. Click Close when finished.

Insert Section Break




Page 8 of 23 8

THE STANDARD TOOLBAR

When working with Word, you should become familiar with the basic toolbar. Below is a guide
for the most common toolbars used. Keep this handy, although you may find that you only use
a few shortcut commands.

The Standard Toolbar

Spell
Check

Insert Show!
Workshest Drawing Hide

@|@ SR I,El;j,

Zoom

Format I"Efsables and
Copy Painter Redo orders

Lrugbat yandls-dgmous

Print
Preview

Meaw Save Print Help

Cut Undo Document

Map

Insert Insert  Columng

Hyperlink Table

Cpen E-mai Pasts

The ones to learn are the Open, Save, Spell Check, Cut, Copy, Paste, Undo and the Zoom —
which we will go over.

FORMATING YOUR TEXT (FONT, SIZE, COLOR, EFFECTS)

rosoft Word
i | Format Tools Table wWindow

A T

=T Paragraph...

To change the appearance of your text, highlight the text you want
to change and then select Format from your menu bar at the top
and click on Font.

3=
= 1= Bullets and Mumbering. ..
l1 Borders and Shading. ..

Colurnns. ..
Tabs...

Do Cap .

Hfi Text Direckion. ..

Change Case. ..

@ Backgraund 4
[ Theme. ..
The Font window will open. From Frames v
Font | Character Spacing | Text Effects I .
onts . sizer here you can adjust the type of % AutoFormat, ..
[T [requiar fi font, the size, whether it is Style...
1 pridslack = o underlined, bolded, has a different -
;:::: EﬁiggeathgT Bold L Bold Italic o e S Color, etc.
Font color: Underline style: Underline color;
I Automatic j I(none) j I Automatic j

! Effects

™ Strikethrough I Shadow [ Small caps
I Double strikethrough I~ outline [~ all caps
™ Superseript ™ Emboss [ Hidden
I subscript I Engrave

3 preview

The Font window will apen

This is & TrueType Font. This Font will be used on both printer and screen.

Cancel

r Default. .. | (a4 I

The nice part is that you can see all of the changes you are

making.

When done, hit Ok.
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OR you can use the formatting toolbar, which will do all of the same things that the font
window will do.

H Right Decrease
The Formatting Toolbar Al e
Left Font
Style List Font Size Italics Align Numbering Border Color
| Morma - TimesNeTRoman - I:IJ - | iB _'I_I % = = i+ E? ; -0;:1; | é - T - A - v|
Font List Bold | Center | Bullets | Highlight
Underline Justify Increase
Indent

Some commands you can do with the Control keys:

1. Bold- Control +B
2. Underline- Control +U
3. ltalic- Control + |

ADDITIONAL CUSTOMIZING FEATURES

There are additional options and features that you can set up to fit your personal needs under
the Toolbar Customize Window. Below are a few examples:

When you click on a Menu bar option, you are provided with a pull-down | Format Tools Table Window
menu with options to choose from. However, a lot of times the entire A Fort...

menu is not displayed unless you hit the double arrow button (which will
then open the reminder of the menu). To set it up so the whole menu is

displayed, do the following:

[ Theme...
Style...

1. Select View from the menu bar, and then slide o i
I E
down to TOOIbars It Toolbars | Commands ~ Options | L
2. Select CUStomlze. Personalized Menus and Toolbars ————————————— o
3. When the Customize window opens, click on y| oo -
the OpthﬂS tab il F_Show Full menus after a short delay | ﬂ:
4. Deselect the 1* Option (Standard and _Boset my usoge dts |
Formatting toolbars share one row). ot |
. Y [ Large icons
5. Put a check mark in the next two boxes. 17 Lis ot nemes i thei font
1 ¢ [V show ScreenTips on toolbars
6. CIICk CIOSe When done. I show sllu:cut keys in ScreenTips
Menu animations: (Mone) -
“ ” @ Keyboard... _Cluse
Check out the “Other” featurés = Aot [ |

e List Font Names in their font
e Show Screen Tips
e Show shortcut keys in ScreenTips
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o apatfor Tl

WordArt is an easy tool to use to jazz up any document. It is great for titles, added features, or
any word you want to emphasize.

The WordArt shortcut button is part of the drawing toolbar.

1T—1—=E=1—1 "1

Draw - [33 c-j|.ﬁ.gt05hapesv S \DD‘L&,*&*&'E'"E.E?

You may need to customize your toolbars to display the drawing toolbar (see above).

r 1. Click on the WordArt Shortcut ot 3 ot sty o
Button . TW |
) Wordirt |ordAr® |woraa . |Wordar] [Wordart| &
2. When the WordArt dialog box p ’ ’ : w
opens, select the design you Wt WordArt [WordArt |12+ |WordBet |
want to use. . W
. WordAM | .o | Worchrt [Wordan | ¢
3. Click OK. o | A
wiordet [TordAre (HordAt | Wi ol w
WhrdAst w E it W‘ i“! P L
| Edit WordArt Text 21x| h 5

Eonk:

-
J Size
[Tir olgoreadfumio7 51 =[] [n 2] Cancel F

| Text:

HBE%Q@@@ﬁ 4. When the Edit WordArt Text dialog box opens,

type in your text.

5. Format your font using the available formatting
options (font choice, bold, size, etc.).

6. Click OK

Ok Cancel |

7. Your WordArt will appear on your document.

8. Click on the word, and the WordArt toolbar should open.

9. Youmaynowusethe [N S

shortcut buttons on the , . = | ib =
Edit Texk. .. e (55 Y| = av
toolbar to change text, 4 | x | g ;%g A Q\% | B -
color, rotate, etc J L
Change Text  Galler WordArt Shape | Free Rotate

Format WordArt  Text Wrapping
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FORMATTING PARAGRAPH

Indents and Spacing

Double spacing is often preferred by teachers to provide an easier read, or to allow room for
comments and notations between sentences. Documents can be typed in single space, but
later changed to double by using the Paragraph Formatting

Paragraph 2x

Indents and Spacing | Line and Page Breaks |

1. Highlight the text you want to double space.
2. Click on Format from the menu bar, and then

click Paragraph. aligrment: lm Outline level: IM
3. When the Paragraph dialog box opens, click the  “w FE= e w
Line Spacing drop down menu and choose Righ [ N e | CES
double. .
4. Again, you will get to see what you change in D;:Efe: o = U spacing: & /
the Preview window at the bottom. st [ R 7
5. HitOK LE Incs

Preview

At lzask
Then the Pungragh thaleg e cqera, chek Exactly
Multiple

Again you will see the changes you are making in
the preview window

Tabs... | Cancel
Justifying
1. The Paragraph toolbar is also where you 1 udestsendSpacig | tne sndpage preas |
can choose to justify (move your textto the By ouees ool
center, left or right). This is especially good  ensten - | :
for titles. . >z 2 e EkE =
2. Again, go to the Format toolbar > |
Paragraph. Click on the Alignment drop spacing :
oo, N e I o
3. Choose the alignment style (center, left, |
rl g ht) “ Preview
4. Then hit OK. 1 T i Sesoy a1 Y ey 8 cc
S
Again, you can see your text change in the I— —

Preview window at the bottom.

11
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WORKING WITH TEXT BOXES

Text boxes are an easy way to insert text in any
location on your page. Text boxes can be displayed
with or without a border. You can enhance a text
box by changing the depth of the border, the color;
and you can fill the text box with color, etc.

1. You can insert a textbox by clicking on the shortcut
button, which is part of the drawing toolbar or by clicking

Insert, and then Text Box from the Menu Bar.

EBreak... |
Page Mumbers. ..
Date and Time. ..

Symbal...

Index and Tables...

Picture r

Texk Box
% Hyperlink...  Crl+K

¥ I

12

Text Boxes are Cool!!

T

2. Click or drag in your document where you want to insert the text box.
3. Type your text in the box. Format your text just like you would with any other text (use
the formatting toolbar or select the Format/Font option from the menu bar as described

above).

4. Use the drawing toolbar or the Format/Text Box
option from the menu bar to enhance the
appearance of the text box (Note: you must have
the text box selected in order to have the Text Box
option appear in the Format Drop Down Menu).

Cool Effect: Fill your text box with two colors, textures,
patterns, or pictures!!

1. Select your Text Box.

2. Select Format/Text
Box from Menu Bar.

3. Click the Color and
Lines Tab.

4. Click the drop down
menu in the Fill/Color box, and choose — Fill Effect

5. When the Fill Effects window opens — choose one
of the tabs to view and insert available effects.

Color I -| [ Semitransparent
Line:
Colar: e - Shyle: -
Dashed: e weight: 4.5 pt 3‘
Arrous
Begin style: =] Endstyle: vl
Eegin size ! b End size: vl
Cancel [ |
- K
Gradient I Texture I Pattern | Ficture ©
Ok
Ficture: |—I
Cancel

pumpkin

Se\ect Plcture

Sample:

Q\-
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INSERTING PICTURES

i pt 1 - Microsoft Word
CII Art Insert | Format Tools Table ‘Window Help

. . /. Break... ) . - |
1. Goupto Insert > Picture > Clip Art. \| | Page Numbers...
= Date and Time. .. TS
Symbal... : i } i : -
| Picture 3 | |§| Clip Art... |
@ Hyperlink...  Cirkk L& From File...
g @ Autoshapes
Al wordart, ..
@ Chart
2. Type in the name of the object youwant _-... ... RN RN RN SRR -
to search for in the Search for clips Eserhp | Bmoortcios Gy cipsorine &P ;Iﬁl«ﬂ
window, and then hit Enter on your e II = _ _ gl @
keyboard. > ’ =
Pictures | Q& Sounds Iotion Clips
3. Once you have selected your image to ! Erensan _
use, simply click on it and select the L2
Insert option in the pop up menu—(or oo ¥
right click on the image and choose :
insert).
"I'.
vy et &
el e L # =

4. Your picture will come in with black boxes on it, which
means you can’t move it around very easily.

5. To make it easier to move, click on the picture and the
picture toolbar should appear.

6. Click on the fourth icon from the right (looks like a dog) and

when the drop down menu appears, select Tight. This will
mean you can move
your picture anywhere
on the page.

In Line With Text

Square

Tight

Behind Text

In Fronk of Text
Top and Bottom
Through

Edit ‘Wrap Paints

K1 &l [ & G R & E
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Adding Pictures from the Internet

1. To capture a picture from the Internet, you will want to go to Goggle Images or
Pics4learning.com and type in what it is you are looking for.

2. When you find the image you want, click on it so it will take you to the webpage that the
image is taken from.
= DdLE. T =y T w Ilil Tal | MJCCIILII L] ravuriies w'l*lbuld u | I:Hv = m - l

3. At the top you Should see the |mage Wlth Address I@ http:ffimages. google. comfimgres?imguri=http: /buyicons. comfmain_purmpkin, jpgadmgrefur]

the words “see full size image”. Click the A | Seeiulsize image.
iod s buyicons. comfmain_purmpkin jpg

400 x 321 pixels - 36k
Image may be scaled down and sub,

Pl =

link so the image enlarges. ——eOﬁg{'e’
Images

= -
4. Right click your mouse, onto the image, where a menu of s2a| /‘\
-

options will appear. You will want to choose Save
Picture As...

Open Link

Open Link in e Windo,
Seve Target s,

Print Target

Show Picture

5. When the Save Picture Window opens, select your
network account from the drop down menu, give the R

Go to My Pictures

picture a name, and hit the Save button. R

Set a5 Deskiop Tremn.

Cut:
Copy.

1 Copy Stiortent
r Paste.

Change to you 3 2| T
nEtwork account Save in: I 2 wenner on "esm-fatFaculyData’ [H:] j & £ E- | | Bemids |
Backup @ Julian ED Rivers Shidest |
Calenders [Zamar [g Software Cor
Copy of My Music @ Mirnic SEuff E:Isaunds
Cyberlink @ My Music @ Teaching Ide
desktap @My Pictures E,:ITech Talk
Edviden [Z] New Folder ED Time Lines
Favarites @ pictures &D Training Mari
Hardware Requests @ Fing Grove Stuff E:Iulead videns
Hs Technalogy Core @ PlatForm Transition Info @United Strear
H30405 ED Power Point Collection E,:I ‘Web Quests
Inkegration Projects @ Reyna Lab Letter EDWenner's E:x
(K| | i
== e name: IPumpk\n j Save I
Type in a name that you can ~ preasiyee”  [JPEG Fipg) =l e
A

remember or recognized to
later find the picture /

erPoint - [ Julianpoetryproject.ppt]

w | Insert Format Tools Slide Show  Window  Help

To insert it onto your paper, you will need to go to the toolbar § 10 NewSide...  Cirkm B »
at the top and select the Insert menu. Then go to Picture

. Slide Murnber
and then From File. \ Date and Time. . ‘

Text Box ’@ Erom File...
Movies and Sounds 3
@ Autnshapes
o chrt... s%2 Organization Chart
s&a Qrganization Charl
B Table... -

4[ whordart, .,

¥

£«
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ID pictures j s |® w ﬁf Ed - Tools ~

Laok in!

el 3|

Select your image by clicking on it and

?_ Bad Boy Jack
2 Bathing Beauty

%’ bear hug

g BeckysBoysDeclSh capy
&Y hook

& Buddy Meeds a Home
? cat with green eyes

M2 clouds

ﬁ cukie pie

&Y East. Bunny 2005

L Elvis

g accordian j

g elvispreslevjailhouse
Feline swirnmet;
%’ Food Pyramid
g graceland LI
File name: I j Insert vI
Files of type: IA\I Pictures j Cancel |

then hit Insert.

—_

= e e TR R o

In Line With Text
Square

Tight

Behind Text

In Fronk of Text
Top and Botton
Through

Iy [ [ [ G EE E

Edit WWrap Points

HEADERS AND FOOTERS

Again you will have to make it easier to
move by clicking on the picture and the
picture toolbar will appear. Click on the
fourth icon from the right (looks like a dog)
and when the drop down menu appears,
select Tight. This will mean you can move
your picture anywhere on the page.

Headers and footers are a very easy way to include referencing information on one or
all of the pages of your document. Microsoft Word provides AutoText that can quickly
be inserted, or you can type your own text to be used as either a header or footer.

To insert a header or a footer:

J File Edt | Wiew Insert Format Toc
J Mormal = Mormal

Web Layout
J pdfMachin % - Y
_|E Prink Layout

Toolbars

1. Click on View from the menu bar, and then click
Header and Footer.

Header and Foaoter

Zoom. ..

<«
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i1 Word Tutorial - Micrasoft Word i

File Edt View Insert Format Tocks Table Window Help

Header - TmeshewRonen - 12 - | B 2 O [=
plrachin - J‘DBE\@@\JU&E@\“-“'\% O - ﬂmﬂmm - @

The Header and
Footer Toolbar
will open.

You will see a
Header textbox at
the top of the
page. Enter text
or graphics in the
header area. Or
click a button on
the Header and
Footer toolbar.

[ ettt @ AE BO(DG | EE S| e

T -pacE-
Author, Page #, Date
Confidential, Page #, Date
Created by

Last saved by
Page X of ¥

7. To add AutoText, click the Insert Auto Text button and choose one of the
available features.

8. To create a footer, click the Switch between Header and Footer [
button to move to the footer area. -

9. Repeat Step 6 above.

10.When you finish, click Close.

INSERTING PAGE NUMBERS

Microsoft Word provides two ways of inserting page numbers. You can insert them as a
header or a footer as described above, or you can insert them using the Page Number
command on the Insert menu. Use this method if you ONLY want to add page numbers
in the header or footer area.

[Insert. Format Tools Table 1. Select Page Numbers from the Insert menu.

Break...

Date and Time. ..

Symbal...

ijr:ox ' FPosition: Fre
& Hyperlink...  Ctrl+k Top of page (Header) - |47
. Alignmment:
2. When the Page Numbers dialog box opens, IR_ m «—
.. . . 1 -
select a position and an alignment choice J
from the two drop down menus. o STtz o ek peme L

2. If you do not want the page numbering to
start on the first page, deselect theS/hoz/v B

number on first page option.
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3. Click OK.

Bullets and Numbering

You can add bullets and numbering easily in Word. You can also choose the type of
bullets you want as well as the numbering style for outlining.

To add bullets follow these steps:

Click on the bullets button on the Standard toolbar. *™—

Your bullets will appear.

Each time you hit enter a new bullet will appear.

When you are done using your bullets, click on the bullet button again to turn it
off or you can hit two enters and then backspace and start typing and you will no
longer have bullets.

e

To change your type of bullet follow these steps:

1. Select your bulleted list. psoft word |
Format Tools Table Window g
2. Go to Format on the menu bar and choose A Eort...

i =% Paragraph...
B u | | ets an d N um berl n g ) \ E Bullets and Mumbering. ..

Borders and Shading. ..

[ Theme...
P object.., it
Futiets ond Numbering. T 2ixify
3. Choose the type of bullets from the list i [zl [ aavoitacd | i
or click on Customize and then click on . 2
Bullet. If you click on picture then you None || * o . I
can choose some graphic images that ) ° )
can be used as well. - - . y
2l | u] B » ¥ B
Pictures |00 Maotion Clips - » v it
Clips 1 - 60 \ i
j \ Picture... Cuskomize. .. b
B + ]
B [ 4 | |
@ @ ® ™
=
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4.

customize Buleteduist 2lx
Choose a font like Wing Dings [ELbemiads x|
or Monotype sort and pick the ||Z| o || | + |=> | ¢ Cancel |

image that you want to use by
clicking on it.

Bullet. .. |

7 rBullet position

H Indent ak:  |0.75" = .

Click OK and OK again. Your ) .
new bullet will be inserted in et O
your document. E

[aaTalnlgaT=-2a10

To add numbering follow these steps:

1.

You can either use the automated feature and type number “1”., then a space
and a word and hit enter it will automatically begin numbering.

i—
Or you can click on the Numbering button = on the Standard
toolbar.
When you are done using the numbering scheme you can either click on the

numbering button to turn it off or hit enter twice and then backspace.

Changing The Numbering For Outlining

@0 A WNE

~

Select the numbering list you want to change.

Go to Format on the menu bar and choose Bullets and Numbering.
You can choose from the Numbered tab or click on Outline Numbered.
Click on the format you want to use.

Click on OK.
When typing and you want to indent to the next i= level click on
the increase indent button from the Standard : toolbar.

When you want to come back out a level click on the decrease indent
button from the Standard toolbar.

. +I.
]

18
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Numbers Don't Start Over

Suppose you have made one numbered list in your document, containing items one
through eight. You then make another numbered list later in the document, but Word
inserts a “nine” for the first item number. To correct this, complete the following steps:

Joullets and Numbering 20|

1. Place the insertion cursor inside the - ‘aetes | by Ouicetered | :
first item of the second list : o N N

2. Open the Bullets and Numbering g oo a) ar ,
dialog box from the Format Menu . ) 11
options. ]

3. Choose the Outlined Numbered o | Al b |3 eaing 1 11, Heading 1 Chapter 3 Heac
tab, and at the bottom select the U | sectionsotn | 31 Heaing 2 A Headng 2. || Heading 2
option Restart numbering T @veasnase || 341 Headng 3 1.Headn || Headng 3 I

\List nurmbering
' Restart numbering " Continue previous list Custarize... |
|| o | concel |

Numbers Do Start Over

You included a numbered list in your document and after the third item you inserted a
picture, with a carriage return above and below it. When you resume the list below the
picture, the item numbers start over again with “one.” Once again, place the insertion
cursor inside the first numbered item after the picture, open the Bullets and Numbering
dialog box, choose the Numbered tab, and at the bottom select the option Continue
previous list. So now you can start your own list.
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Tables

Tables can help you organize information quickly and create interesting and improved
page layouts. A table's function is to convey in as few words as possible the important
points your readers are looking for. Often it is easier to generate a document in table
and then remove the gridlines than create a document using tabs and columns. Tables
can help you arrange your thoughts and data in ways that make sense to the people
you're trying to teach or reach.

In the Standard toolbar, click Insert Table. A grid will 2l
appear. Next, just highlight the number of columns and e =
rows you want. For example, if you want a three-by-three amber of towe: E—
table, highlight a segment of the grid that is three squares Aot behavior

deep and three squares wide. The table is inserted at the & Fixed column width: [pro =

e AutoFit to contents
7 putaFit bo window

Table format {none) AutoFormat. .. |

cursor position in your document.

[~ Set as default For new tables

sRalegkliacoE (s -@ 2

J Marmal - Comic Sans M3 - >

Ok I Cancel

| @ Ol e et | # = B % ....|—|
— pEEE |
HEEEN

HERER
T ket

Another option is in the Table menu click Draw Table to display the Tables and
Borders toolbar. You can then use either the Draw Table or Insert Tables options to
create the basic table, and then spruce it up with all the various table features available.

T 1. Click where you want to create a table.

[Table window Help 2. From the Table menu choose Insert, and slide right to Table.
: 7 Draw Table 3. Under Table size, select the number of columns and rows.

E | 4. Optional: Under AutoFit behavior, choose options to adjust

Insert k

| Dele 5 table size.

Optional: To use a built-in table format, click AutoFormat.
Select the options you want.

Click OK.

Select 3
= |

Merge Cells
fzg Split cells..,

No o
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Word positions the insertion point in the first cell of the table. You can immediately type

text in the table.

Draw A Table

Enter your information into the table

You've created a table, now you need to enter the data. Click in the top square (this is
called a cell in table talk), type your information, and press the TAB key to move to the

next cell. Remember that you don't have to

type your
data if you
g a| R A= have it
[+ i | (5]« f wneweistel [ 81 %) = | saved

elsewhere

select it, copy it, and paste it into your table.

If you want to remove the borders of the

~ Tables and Borders <]
le|_, 3vi|v&,
|

A

cells in the nested table, select the table and click the Border tool arrow. Choose No
Border and the table borders are removed. (While you are working in Word, you will
see gray grid lines indicating the table cells, but when you print the file no grid will

appear.)

Suppose you have columns headings that just can't be shortened. You can turn the
headings to run vertically on the page, which allows you to keep your columns narrow

and still display the entire heading.
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Here's how to do it:

e Create your table as
normal.

e Select the row containing
the column headings.

e Inthe Format menu, click
Text Direction. In the
Text Direction dialog

. box, choose the example

1998 | 12% | 67% 139 58% showing the format you
want to use.

o Click OK. The column

2000 | 25% 62 %% 28% 55% headings are changed

- | according to your

2001 32% S0%: 40%% 51% selection. Now you can

drag the column

separators to make the columns smaller so the table takes up less space on your

page.

Testing/ Year
Brand name
graphics cards
graphics cards
Brand name
sound cards
Generic sound
cards

Generic

1999 15% 5% 18%: S0 %

Tables are as much a design element as any image you put on your document page. A
table gives readers information quickly and can also break up long pages of text to give
the reader's eye a rest

Completely Deleting a Table

How many times have you selected a table and tried to delete it by pressing DELETE,
only to find the data erased and the shell of the table sitting there staring at you?
There's an easy way to get rid of a table you no longer need. Select the table, right-
click, and click Cut. The table is whisked away to the Clipboard. But if you want to do
the delete by the book, select the table in the Table menu, point to Delete and click
Table.

Experiment with different table effects to see what works best in your document and for
the types of data you need to display. Remember that ultimately you want to make your
information as easy to understand as possible. The more clearly you can make your
point, the faster everyone understands and agrees with you.
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Page Breaks

Simple, Simple, Simple [nsert. Farmat Tocls Table

1. Choose Break from the Insert menu. Feld...

2. When the Break dialogue box opens, Break types

- Microsoft Word

Page Mumbers. ..

T ]

Date and Time...
AutoText 3

Symbal...
ﬁ Comment

Footnote, ., B
Caption...
Cross-reference. ..

Index and Tables...

Picture 3
'E‘ Tawk Revs

choose the type of break and click OK. (+ Page break:

" Column break
™ Text wrapping break
) Section break types
o Mexk page
8 Conkinuous
. Ewven page
" odd page

(a]'4 I Cancel

FORMAT PAINTER  <3F

The format painter allows you to quickly copy the formatting from one set of text to
another. For example, you have a document with subheadings that you want to all look
the same. Yes, you could highlight the heading and then format like normal. However,
the Format Painter does it for you in one click.

1.
2.
3. Your cursor/pointer will turn to a paintbrush. Put the paintbrush in front of the

Highlight the word(s) that is set up with the format you want to copy.
Click the Format Painter tool from the Standard Toolbar.

text you want to format and click. The text will take on the format of the text you
previously highlighted.



